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1. OEPARTMEMT/AGENCY 2. DIVISION, 3. UNIT

OEFINITION • Record] Sarlai • A group of relatad racorda normally filed and uted as i unit for reference aa wall la retention and disposition purposes.

4. RECORO SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

TO

6. RECORO SERIES DESCRIPTION { Briefly describe Ihe types of inlormalion/documents/forms found in Ihe Series Include ihe purpose or function of Ihe Series!

7. RECORO SERIES FORMAT(S)

o iKter Size a Microfilm

a Itsal Size a Computer "see

a e'.und Book a Floppy Disk

a Aucio Tape o Video Taps

(Specify)

Tape

a^i^e» (Spe<

8. RECORO SERIES SEQUENCE

a Atpnaeeticai

a Chronolog:cal

• Geograohicsi

a Clher (Soecivi

9. VOLUME
•:le Orawerfsl

a .Microfilm Reel isi
a Computer Tacs ;s:
a Gtner (Spec:!y)

Number

10. ANNUAL ACCUMULATION
a File Orawer ( j |
a Microfilm Reel (s!
a Comcuter Tape(s)
a Other (Specify)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly a Monthly a Month(s) a Yesr(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor. Room) 14. IS RECORO SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

a Yes a No

15. ACCESS RESTRICTIONS (If yes. ale law(s) I reguiation(s)

i: Yes a No

16. AUDIT REQUIREMENTS

a None a Slate a Feaeral a Independent

17. IS All INDEX SYSTEM USED7 ilf yes. exciam cnefly 300

c-.v:ee 3ny haraware/soflware)
18. RECOMMENOED RETENTION

19. NAME AND TITLE OF PREPARES. 20. TELEPHONE NUMBER

C<".3 55O-I 1/931


